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WINDOWS XP TIPS
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not in software
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Tip 2

Creating Folders

‘This ... OrThis

o " Y . My Computer . : e T
1:~S!§£t> E Y P Right click on 4 start Explore

Edit  ‘iew Fawaorites  To

Beqgin Typing and Blue Disappears

Create two folders in “h”: TechCamp and Personal
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Tip 3

Renaming Folders/Files

This ... OrThis

' Start < My Computer Right click on |4 start Explore

- w A ANaw ’."—‘ ,

Right mouse click on file/folder
ﬂ SECUrikYy
4 1 Zoomlt

Properties

Rename TechCamp to be two words: Tech Camp
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Tip 4
Selecting Multiple Files/Folders

@

I.his e o o Or Th is
F—-V . y ; S —
s Start < My Computer Right click on |7 start Explore
Contiguous Nencontiguous
Click first file/folder e Click first file/folder
* Hold down SHIFT key  Hold down CTRL key
* Point to last item and click .

Point to desired files/folders
* Release shift key :

W _FROM LAPTOP

_SmithJean
IJ:I _Survewmonkey
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Tip 5
Copy To/Move To
This

P ——————— :
. l' ~S!a rt,\ E My Computer

Click on File to be Moved/Copied
| DasD Tech |

. \ Copy To Folder, ..
EI:III: Mowe To Folder, ..

Select the place where you wank to copy 'DASD Tech',

(o] §
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@

... Or This

Right click on |+J start Explore

To COPY, click file(s), hold down left

mouse with SHIFT key held down and drag
to new folder and release mouse

EJ.;"IELEI:I:erhead H-'E Letteihead

To MOVE, click file(s), hold down left
mouse and drag to new folder and release
mouse—will not be a plus sign in lower
right




